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SECURITY INSTRUCTIONS

Two atudent security sfficers will be appointed for each working day.
One will be designated as Ssourity Officer, the other as Alternste
Szourity Officer. Ths Security Officer will have complete responsi-
bility during the entire day for the security of the ciassroom sad -
o the workroom. The Alternate Security Officer will essist the Security
\ 4 Officer and will aseune reswonsibility for security during periods of
abzense of the Security Officer. If it is necessary for both assigned
- officers to be absent, the Security Officer will then designate an
niternate from among the membera of the class who will assmume security
responsibility. If po siternate is awvailable, the classroom and the
workroor whould be fully sesured, - ‘

A% the eonclusion of the working day (1700) the Security Officer,

A aszisted by the Alternate Security Officer, will secure the classroom
and the workroom and will £111 out the Staff Duty Officer Check List,
sopler of which will be found on the elipboard next to the supply
cabinet, Item to be checked are listed in section 2, Room Security,
“hen the Check List is completed, it should be placed on the secre-
4ary' s desk in Room 220

In the' event that a atudent wishes to remsin after 1700, the Security

- Officer will turn over security responsibility to the student remaining.
A notation of this faet wiil be made on the Check List under Remarks
and will be signed by both the Security Officer and the person assuming
security responsibility. The Check List should then be completed and
signed by the one who has assumad the duty at whatever time he secures
. the area, If several students remain after 1700, it may be necessary
to repeat this turn-over procedure several times. Each time it should
e noted in writing under Remarks. The last person in the eres will
then be responsible for final securing and completing of the Chack
List,

Any student assuming security responsibility af'ter 1700 will also
assume responsibdility for a final cheek of the Library. The faet
that the Library bas been checked should be duly noted om the Chesk
Li.ﬁty
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if any students return in the evening, after the ares has been
secured, it will then be the responsibility of the iest remaining
perzon to Fill out an additional Check List indisating that he
has properly secured the srea. I} will also be the responaibility
of ihe last remsining person on Saturday or Sunday to fill out =
thewl List,

Boon Segurity:

Sperc

The Security Officer, sssisted by the Alternate Security Officer, will
aarvire the elassroom and the workroom at 1700 {or during the day if
secersary) as followss

A, See that all material, classified or unclassgified, has been
heen properly stowed, including any classified walll charts,

b, Erase blackboards.

2, Shut windowa,

d. Police area thoroughly, remowing waste, newapapers, coffes
aps, oarto s, ete,, from desks and tsbles,

%, Check wastepaper baskets for classified material,

f. lock all safes. These should be checked by both the Security
Officer and Alternate Security Officer. The Aiternate Security
Officer will thes initisl the column on the Security Check
Sheet labsled "Closed By" and the Security Officer will initial
the ecluwm labeled "Checked By®. On no oeccasion will anyons
‘other than the Security Officer initial the "Checked By"
eolwnm, : ' :

#. Each day, sometime before 1400, the Security Officer shounld
take the "Classified Waste" envelope from each safe and empty

its erntents in the classified waste bags in the vieinity of
the goard’s deak on the first floor.

Bach student 18 responsible for the foliowing:
a. To classify all notes properly.

B. To dispose of gil ®rash, except newspapers or luncheon waste,
in the envelopes in each safe marked "Classified Waste".
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s, To stow all materials properly when leaving the aren. This
aormally will not be neeeseary cduring breaks in the lecture
zchedule when the classroom will be eovered by one of the
ssaigned security officers,

d. To refrain from discussing the subject matter of the course
outelde the elassroom, workroom, Library or staff offiees,
Diseussions should not be held in the corridors, weshrooms
or the Snack Bar,

#. To initial the Security Check Sheet on top of the safe im
the "Opened By" or "Closed By" column at agy time he may
open or clome a sefe,

¥, To provide only the following information if, for a credit
reference or some similar purpose, it is necessary to divulge
conneetion with CIAs
Personnel Officer
2430 "E" Street, N, W,
Washington 25, D. C,

EXecutive 3-4115, Ex‘ension 2903,
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